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PART I –  GENERAL INFORMATION 
 
1.0 General Information 

The City of Houston (“City”) is currently seeking proposals from qualified firm(s) related to the 
implementation of digital material services and resources in a variety of formats including 
downloadable and streaming e-books, e-audiobooks, e-videos, downloadable and streaming 
music, digital magazines and other digital materials of a similar nature.   
 
The City intends to enter into one or more contracts for digital material services with the qualified 
Proposer(s) to assist the City with the aforementioned initiative. 

 
2.0 City of Houston Background  

 
The City is the fourth largest City in the United States and is composed of 23 departments with 
multiple physical locations throughout the geographical boundaries of the City.  The City has 
approximately 23,000 employees with approximately 500 employees involved in the 
procurement and/or contracting process.  Contracts where the City must pay in excess of 
$50,000 are routed to City Council for approval. The annual volume of contracts and purchase 
orders issued by the City in the last five years has ranged from 19,000 to 23,000.   

 
3.0 Solicitation Schedule 

  
Listed below are the important dates for this Request for Proposals (RFP). 

 
EVENT ___________                               DATE                      _ 
Date of RFP Issued           October 30, 2020 
Pre-Proposal Conference    November 10, 2020 
Questions from Proposers Due to City          November 13, 2020 
Proposals Due from Proposers    December 17, 2020 
Notification of Intent to Award (Estimated)  March 18, 2021 
Council Agenda Date (Estimated)   May 6, 2021 
Contract Start Date (Estimated)   May 6, 2021 

 
PART II – SCOPE OF WORK 
 
1.0 PURPOSE 
 

The City seeks proposals from qualified and experienced firms to implement digital services and 
resources in a variety of formats, including downloadable and streaming e-books, e-audiobooks, 
e-videos, downloadable and streaming music, digital magazines and other digital materials of a 
similar nature.  The Proposer may be responsible for supplying Machine-Readable Cataloging 
(MARC) records or linking through the Library’s Integrated Library System (ILS) or other 
designated platforms.  This RFP does not in any way restrict or limit the library’s acquisition of 
library materials in other formats, titles, publishers, or groups of publishers. 

 
2.0 BACKGROUND  

 
The Houston Public Library System (HPL) consists of 42 public service facilities including a 
Central Library, 3 Special Collections locations, and neighborhood libraries. A number of 
existing branches will be re-built, replaced or expanded.  In fiscal year 2019, HPL spent 
approximately $4,000,000 on materials for the Citizens of Houston. 
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The Houston Public Library currently uses the SirsiDynix Symphony automated library system 
for acquisitions, cataloging, and circulation and SirsiDynix Enterprise as the online public access 
catalog. 
 
The Library recognizes that some Proposers may specialize in one format or type of material 
and the library will welcome proposals specific to the type of material the proposer offers.   
Proposer responses for each format or type of material will be evaluated separately.  This may 
result in contracts with multiple proposers. When appropriate, a proposer may submit multiple 
alternatives with associated costs that reflect different solution strategies.  

 
3.0 SERVICE AND DELIVERABLES 
 

3.1 Order Formats: The proposer must be able to accept orders transmitted in the 
following formats: 

 
3.1.1 Electronic orders via the proposer’s proprietary system. 

 
3.1.2 Electronic orders via enhanced EDI (Electronic Data Interchange) X12 capable 

through the Library’s ILS. 
 

3.1.3 E-mail. 
 

3.1.4 Printed selection lists. 
 

3.1.5 File Transfer Protocol/File Transfer Service (FTP/FTS). 
 

3.1.6 Telephone and fax orders. 
 

3.2 Delivery of Resource Access 
 

3.2.1 Proposer shall propose an electronic delivery schedule including the service 
startup date. 
 

3.2.2 The primary point of delivery shall be to the Library Material Services’ designated 
contact. 

 
3.3 Cataloging and Conversion Services 

 
3.3.1 Proposer will supply all internet links, bibliographic records, and/or other 

appropriate access points. 
 

3.3.2 Proposer will provide 9XX linking of item level, copy specific information to 
appropriate bibliographic records.  

 
3.3.3 Proposer will implement programs and procedures compatible with the Library’s 

online environment including the Integrated Library System.  
 

3.3.4 Proposer will ensure that catalog conversion items are converted to existing 
matching bibliographic records.  
 

3.3.5 Proposer will ensure that the bibliographic records are created, if specified, in 
accordance with the Cataloging and Processing Procedures for Houston Public 
Library (Exhibit C). 

 
3.4 System Software for Ordering 
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3.4.1 Proposer will ensure that the electronic ordering is directly interfaced with the 

Library’s ILS. 
 

3.4.2 Electronic confirmations will be required. 
 

3.4.3 Proposer will be able to accept a combined system order and generate specific 
invoices.  Invoices are to be delivered to the Library’s designated contact. 

 
3.5 System Software for Selection Services 

 
3.5.1 Proposer shall provide a web-based online bibliographic database that interfaces 

effectively with the Library’s ILS to facilitate the orders and selection. And it shall 
be able to perform the following functions for the digital materials: 

 
3.5.1.1 Ability to search the system by ISBN, title, author, subject, series, 

keyword, format on major fields, publisher, and genre. 
 

3.5.1.2 Search on a combination of fields. 
 

3.5.1.3 Limit search by grade level, audience level, language, publication 
date, and format. 
 

3.5.1.4 Search by review source and its publication date desired, especially 
for Library Journal, Booklist, Kirkus Reviews, School Library Journal, 
Publisher’s Weekly, Hornbook, and New York Times Book Review. 
 

3.5.1.5 Sort retrieved records by publication date, author, title, and series 
title. Sorting by local field is highly desirable. 
 

3.5.1.6 Accurately show the proposer’s availability date of items in the 
bibliographic database including items available and items on order. 

 
3.5.1.7 Select items from a results list and add or delete these items to a 

shopping cart–like list. 
 

3.5.1.8 Allow multiple users to have access to a list and for HPL to control 
user’s access to lists for both viewing and editing purposes. 
 

3.5.1.9 Ability to know during a search if an item is already on another library 
list, already ordered (with order status details), or in the Library’s 
catalog.  Duplicate checking by title as well as ISBN is highly desired. 
 

3.5.1.10 Ability to download bibliographic records in MARC format to the 
Library’s ILS. 
 

3.5.1.11 Ability to download bibliographic records in a comma-delimited format 
to Microsoft Excel and Microsoft Access. 
 

3.5.1.12 Availability of at least two (2) note fields with a minimum of 250 
characters for each note field that can be downloaded as part of the 
order list. 
 

3.5.1.13 Automatically generate a report of expenditures on a single list by the 
fund and other criteria. 
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3.5.1.14 Ability to link from a title to records for all other formats of the same 

title listed in proposer’s database.  Formats shall include but not be 
limited to e-books, e-audiobooks, and e-videos. 

 
3.5.1.15 Add orders to an item using a template. 

 
3.5.1.16 Globally add or change funds, quantities, and local notes for all items 

in a list is highly desirable. 
 

3.5.1.17 Ability for at least 50 users to access the proposer’s database without 
charge. 
 

3.5.1.18 Fast system speed and reliability for multiple users is required. 
 

3.6 Pricing and Lending Models (See Exhibit B) 
 

3.6.1 Proposer shall disclose annual or multi-year pricing for subscriptions to or 
purchases of digital material and all applicable hosting fees and/or platform fees 
at the time of initial purchase consideration. 
 

3.6.2 Proposer shall disclose pricing for subscriptions to or purchases of digital 
material and all applicable hosting fees and/or platform fees a minimum of 60 
days before to any subsequent annual renewal period. 
 

3.6.3 Digital material such as e-books may be available in several lending models. The 
lending models may include simultaneous use, metered access, timed access, 
or other lending methods. The proposer shall provide information regarding 
which lending models are available with associated pricing information on an 
individual title or collection of titles basis. 

 
3.7 Invoices and Records 

 
3.7.1 The proposer shall provide the following services for invoices and records: 

 
3.7.1.1 Maintain records for an additional three (3) years after the contract 

has expired. 
 

3.7.1.2 Number the pages of all invoices beginning with page 1. 
 

3.7.1.3 Include the following on a line-item basis on all invoices: Library Order 
ID, Quantity, Title, ISBN, List Price, Discounted Price, Discount 
Percentage, Extended Price. The proposer shall include Publisher’s 
Number when no ISBN is available. 
 

3.7.1.4 Itemized invoices by title and any additional services. 
 

3.7.1.5 Include the “Bill To” and “Ship to” addresses on all invoices and 
packing lists. 
 

3.7.1.6 Electronic invoicing compatible with Library’s ILS. 
 

3.7.1.7 Self-credit memos in electronic format at no charge to the Library. 
Credit memos should be issued within 30 days of notification of the 
problem. 
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3.7.1.8 Apply combined payments for multiple invoices to the correct vendor 

account(s).  Note: The City of Houston pays multiple invoices on a 
single check or EFT that includes information indicating which 
invoices are being paid. 

 
3.7.1.9 Provide monthly status reports on canceled, unfilled, and delayed 

orders. 
 

3.7.1.10 Provide monthly statements of outstanding transactions for each HPL 
account. 
 

3.7.1.11 Respond within 30 days of receipt of HPL reconciliation responses to 
the Vendor's monthly statement(s). 
 

3.7.1.12 Provide an account representative assigned to the HPL account with 
toll-free telephone, toll-free fax number, and e-mail address for 
customer service. 
 

3.7.1.13 In RFP response, please include a sample of an invoice, a status 
report, and a monthly statement. 

 
3.8 Collection Development Services 

 
3.8.1 The proposer shall provide the following enhanced services in support of the 

Houston Public Library’s Collections, Collections Development and Special 
Projects: 

 
3.8.1.1 Title by title selection based on detailed collection development 

profiles provided by Houston Public Library specialists. 
 

3.8.1.2 Selection lists and aids based on detailed collection development 
profiles from which library staff can select materials for the collection. 

 
3.8.1.3 Comparison of selections to library holdings upon successful holdings 

load. 
 

3.8.1.4 Exclusion of materials with unsuitable formats as noted in the 
collection profile. 

 
 

3.9 Trials for evaluation of new products or updated products 
 
3.9.1 The selected Proposer shall provide detailed product descriptions, pricing, and 

terms of service to the library’s designated contact person. 
 

3.9.2 The selected Proposer shall provide designated library staff with access points 
such as links and passwords during the trial period. 

 
3.10 Inventory 

 
3.10.1 For each format suggested, the Proposer shall demonstrate the ability to provide 

a broad comprehensive spectrum of library materials in quantities to meet the 
needs of a large metropolitan public library system. 
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3.10.2 Proposer shall work with a wide range of publishers, including trade, university 
presses, small presses, foreign language presses, and specialty publishing 
houses. 
 

3.10.3 Proposer shall make digital materials including high demand streaming and 
downloadable movies (including box office hits), music, e-books, e-audiobooks, 
and other digital formats available on street date. 

 
3.11 Exclusions 

 
3.11.1 The Library is not restricted from obtaining titles from other sources or suppliers 

if the proposer is not able to provide them. 
 

3.12 Performance Requirements 
 

3.12.1 Delivery time, proposer shall complete set up for service and be ready to launch 
within 30 days of legal agreement to acquire services. 
 

3.12.2 Failure to meet performance requirements will be subject to penalties as 
negotiated in the contract. 

 
3.13 Product Access and Authentication 

 
3.13.1 Terms of service for each e-resource or digital service may include access for 

library customers either in-library only or in-library plus remote access. The 
Library uses both in-library and remote access for customers and library staff. 
 

3.13.2 Proposer shall work with library staff and secondary vendors to provide 
authentication of valid library users by library card number and PIN and/or 
Library’s IP addresses. 
 

3.13.3 Proposer shall have the ability to separate digital material by audience level, 
creating a separate platform for elementary school, middle school, high school, 
or other levels. 

 
3.13.4 Proposer shall provide a data migration plan that allows for the integration of 

purchased content from another platform into their content management 
system.  

 
3.13.5 Proposer shall identify the discovery layers/simplified search platforms with 

which their product is compatible. The Library currently uses EBSCO 
EDS, eResource Central, and SimplyE.   

 
3.14 Management Plan 

 
3.14.1 Proposer shall identify the management team that will handle the Library’s 

account including key personnel responsible for functions such as Collection 
Development Services, Orders, Cataloging, Conversion, Invoicing, and 
Accounts Receivable. 
 

3.14.2 Proposer shall describe their management plan to implement and serve the 
various functions they would be performing for HPL, including internal reporting 
structures and their internal and external communication methods. 
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3.14.3 Proposer shall provide online and telephone product support for Library staff and 
customers. 

 
3.14.4 Proposer shall ensure the privacy of customers’ personally identifiable 

information and product usage history. 
 
3.14.5 Proposer shall provide the Library with monthly usage statistics by the 5th of the 

following month. 
 

3.15 Proposal Responses 
 

3.15.1 Proposer must fully respond to the specifications in all sections pertinent to the 
format for which they are submitting a proposal.  The Proposer should clearly 
state whether or not the specification can be met.  If the specification can be met, 
an explanation of the techniques employed to accomplish the specification is 
required.  Where applicable, sample reports should be included.  If the 
specification cannot be met, the Proposer should explain why it cannot or should 
not be met and what alternative, if any, is proposed.  Any exception or alternative 
must be carefully detailed to allow full evaluation. 
 

3.15.2 Proposer must respond to this RFP in the same sequence as Part IV - 
Submission of Proposal. Although explicit cross-references may be made to 
additional or appendix material. 

 
3.15.3 Proposer is expected to identify the best, most cost-effective solutions that meet 

the needs of the Library.  When appropriate, a Proposer may submit multiple 
alternatives with associated costs that reflect different solution strategies. 
 

3.15.4 Prices proposed are to include the cost of all materials and the provision of all 
labor and services necessary to comply with all the specifications and 
requirements contained herein, except as may be otherwise expressly provided 
in the contract documents.  The City will not be liable for any costs beyond those 
proposed herein and awarded. Costs stated should include the delivery of 
services. 

 
4.0 EXHIBITS 
 

The following documents are provided as an aid in responding to this solicitation: 
 
See Exhibit “A”: Sample Contract 
See Exhibit “B”: Sample Pricing Form 
See Exhibit “C”: Cataloging and Processing Procedures 

 
PART III – EVALUATION AND SELECTION PROCESS 
 
1.0 Evaluation Committee 
 

An evaluation committee shall evaluate Proposers’ submissions in accordance with the 
evaluation criteria listed in Section 5.2 below.  Upon completion of the evaluation, the committee 
may develop a short list of Proposer(s) meeting the technical competence requirements.  The 
shortlisted Proposer(s) may be scheduled for a structured oral presentation, demonstration, 
interview and negotiations. Following these City-to-Proposer(s)’ meetings, the evaluation 
committee will summarize their findings and recalculate their scores, if needed.  However, the 
evaluation committee reserves the right to issue letter(s) of clarification when deemed 
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necessary to any or all Proposer(s).  The oral presentations, demonstrations and/or interviews 
may be recorded and/or videotaped. 

 
2.0 Interviews/Oral Presentations/Demonstrations 
 

The City reserves the right to request that Proposer(s) provide a final presentation handout of 
its Proposal at their scheduled meeting.  No Proposer may attend presentations of any other 
Proposer. If necessary, Proposers may be scheduled for more than one presentation, 
demonstration, or interview. 

 
3.0 Selection Process 

 
The City intends to select a Proposal that best meets the needs of the City and that provides 
the best overall value.  The City reserves the right to check references on any projects 
performed by the Proposer, whether provided by the Proposer or known by the City.  Upon 
review of all information provided by Proposers, the evaluation committee will make a 
recommendation for selection to City officials.  Upon approval of the selected Proposer, a 
contract shall be executed by the appropriate City officials.   

 
4.0  Best and Final Offer (“BAFO”) 

The City reserves the right to request a BAFO from finalist Proposer(s), if necessary. At 
minimum, the BAFO shall include: 1) a final Fee Schedule with associated costs; 2) address 
any outstanding items previously identified during the evaluation of Proposals; and 3) any other 
issue the City requires to make an informed decision. 
The request for a BAFO shall include instructions, requirements, and a specified submission 
due date. 
 

5.0 Evaluation Criteria 
 

5.1 Responsiveness of Proposal (Pass/Fail) 
 

The Proposal shall be responsive to all material requirements that will enable the evaluation 
committee to evaluate it in accordance with the evaluation criteria and make a recommendation 
to City officials. 
 
5.2 Technical Competence/Requirements (80 Points) 

 
The Proposal shall be evaluated based on the extent to which the proposed solution meets the 
needs of the City including but not limited to the requirements listed and expressed in the RFP. 

 
5.2.1 Professional qualifications, education, experience and technical competence of 

the proposed key members as evidenced by resumes and experience record. 
(10 Points)  
 

5.2.2 Library materials collections and data specialized experience, years in business 
as a firm, and technical competence of proposed team members in the type of 
work required. Professional qualifications necessary for all segments of the 
project requirements and the ability to satisfactory perform the required services. 
(10 Points)  

 
5.2.3 Past experience and satisfactory performance of digital materials collections and 

data services contracts with the City of Houston and/or other public agencies in 
terms of cost, quality of work, and compliance with performance schedules and 
timely completion of deliverable. Demonstrated track record of meeting 
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deadlines and ability to accomplish the work in the required time from resources 
within the individual firm.  (10 Points) 
 

5.2.4 Proposer’s web-based solution for online bibliographic database that interfaces 
effectively with the Library’s ILS to facilitate the orders and selections. The 
solution capability to provide all, but not limited to, the functions referenced in 
Section 3.5 System Software for Selections Service. (10 Points) 

 
5.2.5 Proposer’s ability to provide extensive statistics such as monthly usage and 

monthly unique users. (15 Points)  
 

5.2.6 Proposer’s capability to separate digital materials by audience level, creating a 
separate platform for elementary school, middle school, high school, or other 
levels.(10 Points)  

 
5.2.7 Proposer’s Inventory: (15 Points) 

 
5.2.7.1 Proposer’s capacity to provide a broad comprehensive spectrum of 

library materials in quantities to meet the needs of a large 
metropolitan public library system.  

 
5.2.7.2 Proposer’s capacity to work with a wide range of publishers, including 

trade, university presses, small presses, foreign language presses, 
and specialty publishing houses. 

 
5.2.7.3 Proposer’s ability to provide digital materials including high demand 

streaming and downloadable movies (including box office hits), 
music, e-books, e-audiobooks, and other digital formats available on 
street date. 

  
5.3 Financial Stability of the Proposer (Pass/Fail) 

 
If Proposer is an entity that is required to prepare audited financial statements, Proposer 
shall submit an annual report that includes: 

 
5.3.1 Last two years of audited accrual-basis financial statements, including an income 

statement, cash flow statement, and balance sheet; 
5.3.2 If applicable, last two years of consolidated statements for any holding 

companies or affiliates; 
5.3.3 An audited or un-audited accrual-basis financial statement of the most recent 

quarter of operation; and 
5.3.4 A full disclosure of any events, liabilities, or contingent liabilities that could affect 

Proposer’s financial ability to perform this contract.  
 
If Proposer is a privately-owned entity or sole proprietorship for which audited financial 
statements are not required, Proposer shall submit an annual report that includes: 
 
5.3.5 Last two years of un-audited accrual-basis financial statements, including an 

income statement, cash flow statement, and balance sheet; 
5.3.6 An audited or un-audited accrual-basis financial statement of the most recent 

quarter of operation; and 
5.3.7 A full disclosure of any events, liabilities, or contingent liabilities that could affect 

Proposer’s financial ability to perform this contract; 
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OR 
 

5.3.8 Other financial information sufficient for the City, in its sole judgement, to 
determine if Proposer is financially solvent or adequately capitalized.  

 
5.4 Price Proposal (20 Points) 

 
5.4.1 The Price Proposal should be in the form of Exhibit “B” – Price Proposal. 

 
THE PRICE PROPOSAL MUST BE SUBMITTED IN A SEPARATE SEALED ENVELOPE that 
is clearly marked with the RFP title and solicitation number and the label “Price Proposal”.  

 
5.5 Local Preference Points 

 
To be eligible for the preference, a company must be designated as a City Business (CB) 
or Local Business (LB) under the Hire Houston First Program prior to submittal of proposal.  
Proposers must provide Declaration of Hire Houston First Designation with proposal 
submission.  At the conclusion of scoring Proposals, Hire Houston First preference points 
shall be distributed in such a way that grants the highest number of points to a City Business 
(CB) and the next highest number of points to a Local Business (LB).  
 
Note: At the conclusion of scoring Proposals, preference points shall be distributed in 
the following manner: 

 
• 5 Points: For Proposer firm designated as a Hire Houston First “City Business” (CB); 
• 3 Points: For Proposer firm designated as a Hire Houston First “Local Business” (LB); 
• 0 Points: For proposer firm not designated as either a “City Business” (CB) or a “Local 

Business” (LB). 
 

6.0 EVALUATION CRITERIA MATRIX 
 

EVALUATION CRITERIA SCORE 
Responsiveness of Proposal  Pass/Fail 
Professional qualifications, education, experience and technical 
competence of the proposed key members as evidenced by resumes and 
experience record. 

10 

Library materials collections and data specialized experience, years in 
business as a firm, and technical competence of proposed team members 
in the type of work required. Professional qualifications necessary for all 
segments of the project requirements and the ability to satisfactory perform 
the required services. 

10 

Past experience and satisfactory performance of digital materials 
collections and data services contracts with the City of Houston and/or other 
public agencies in terms of cost, quality of work, and compliance with 
performance schedules and timely completion of deliverable. 

10 

Proposer’s web-based solution for online bibliographic database that 
interfaces effectively with the Library’s ILS to facilitate the orders and 
selections. The solution’s capacity to provide all, but not limited to, the 
functions referenced in section 3.5 System Software for Selections Service.  

10 

Ability to provide extensive statistics such as monthly usage and monthly 
unique users. 

15 

Capability to separate digital materials by audience level, creating a 
separate platform for elementary school, middle school, high school, or 
other levels. 

10 
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Proposer’s Inventory: 15 
Proposer’s capacity to provide a broad comprehensive spectrum of library 
materials in quantities to meet the needs of a large metropolitan public 
library system.  

 

Proposer’s capacity to work with a wide range of publishers, including trade, 
university presses, small presses, foreign language presses, and specialty 
publishing houses. 

 

Proposer’s ability to provide digital materials including high demand 
streaming and downloadable movies (including box office hits), music, e-
books, e-audiobooks, and other digital formats available on street date. 

 

Price Proposal 20  
TOTAL SCORE 100 

 
7.0 ADDITIONAL RELATED SERVICES 

 
In submitting its Proposal, Proposer(s) shall indicate a willingness to negotiate future potential 
additional services deemed appropriate for the implementation of digital material services in a 
variety of formats as provided herein, or deemed necessary and/or desirable by the City. 

 
8.0 INTERLOCAL AGREEMENT 
 

Under the same terms and conditions, the resulting contract may be expanded to other 
government entities through inter-local agreements between the City and the respective 
government entity that encompasses all or part of the products/services provided under this 
contract.  Separate contracts will be drawn to reflect the needs of each participating entity. 

 
9.0 INVOICING 

  
9.1 The City is a single entity for accounting, billing, and discounting. Any invoices 

accompanied by detailed supplements and other backup documents are to be 
submitted for payments to: 

Houston Public Library 
Attention: LMS 
500 McKinney St. 
Houston, Texas 77002 

 
The City requires timely and accurate accounting and billing information. 

 
PART IV – SUBMISSION OF PROPOSAL 

 
1.0 Instructions for Submission 

 
1.1 Number of Copies.  Submit one (1) printed copy of the Technical Proposal, one (1) 

printed original signed in BLUE ink, and six (6) electronic copies of the Technical 
Proposal on thumb drives (not password protected), sealed in a separate single 
envelope bearing the assigned solicitation number (located on the first page of this RFP 
document) to: 

 
City Secretary’s Office   
City Hall Annex, Public Level    
900 Bagby Street       
Houston, Texas 77002 
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1.1.1 Technical Proposal.  Submit one (1) printed copy and one (1) printed original 
signed in BLUE ink, and six (6) thumb drives in a separate single sealed 
envelope bearing the assigned solicitation number and title. 

 
1.1.2 Price Proposal/Fee Schedule documents. Submit one (1) copy of the Price 

Proposal/Fee Schedule on a thumb drive (not password protected) in a 
separate single sealed envelope bearing the assigned solicitation number 
and title. 

 
The City shall bear no responsibility for submitting responses on behalf of any Proposer.  
Proposer(s) may submit their Proposal to the City Secretary’s Office any time prior to the stated 
deadline. 
 
1.2 Time for Submission.  Proposals shall be submitted no later than the date and time 

indicated for submission in this RFP.  Late submittals will not be considered and will be 
returned unopened.  With the exception of City holidays, the normal business hours for 
the City Secretary’s office are Monday through Friday, 8:00 a.m. to 5:00 p.m. CST. 

 
1.3 Format.  Proposals must be left-bound with information on both sides of the page when 

appropriate.  Material should be organized following the order of the submission 
requirements separated by labeled tabs, and shall be securely bound.  Submission 
materials will not be returned to Proposers. 

 
1.4 Complete Submission.  Proposers are advised to carefully review all the requirements 

and submit all documents and information as indicated in this RFP.  Incomplete 
proposals may lead to a proposal being deemed non-responsive.  Non-responsive 
proposals will not be considered. 

 
1.5 Packaging and Labeling; Submission of Price Proposal/ Fee Schedule.  The outside 

wrapping/envelope of the printed Technical Proposal shall clearly indicate the RFP title, 
date, time for submission, and the name of the Proposer.  The required number of thumb 
drives containing the Technical Proposal shall be submitted in a separate sealed 
envelope and marked in the same manner as the printed Technical Proposal.  The 
outside wrapping/ envelope of the Price Proposal/ Fee Schedule shall clearly identify 
the content as “Price Proposal/ Fee Schedule” and shall clearly indicate the RFP title, 
date, time for submission, and name of the Proposer.  All other submission requirements 
shall be included with the Proposer’s Technical Proposal.   

 
1.6 Delivery of Proposals.  The Proposal, including the Technical Proposal, all required 

forms, and the Price Proposal/ Fee Schedule must be delivered by hand or mailed to 
the address shown on the cover sheet of this RFP.  If using an express delivery service, 
the package must be addressed and delivered specifically to the City Secretary’s Office.  
Packages delivered by express mail services to other locations may not be re-delivered 
to its final destination by the deadline hour.  

 
1.7 Proposers Responsible for Timely Submission. Proposer remains responsible for 

ensuring that its Proposal is received at the time, date, place, and office specified.  The 
City assumes no responsibility for any Proposal not received, regardless of whether the 
delay is caused by the U.S. Postal Service, a courier delivery service, or some other act 
or circumstance.  
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2.0 Submission Requirements  
 

Proposals are required to be submitted as detailed below and in the order outlined to 
ensure consistency of content. 

 
2.1 Cover Letter (One-page maximum):  The cover letter shall be signed by an authorized 

representative of the Proposer.  The letter should indicate the Proposer’s commitment 
to provide the services proposed.   

 
2.2 Executive Summary (One-page maximum):  The executive summary should include a 

brief overview of the solution proposed, the overall strategy for implementation, and the 
key personnel who will be responsible for seeing the project through completion. 

 
2.3 Offer and Submittal Form:  See Exhibit I. 
 
2.4 General Company Information (One-page maximum):  Provide the name of Proposer’s 

company (including the name of any parent company), business address, e-mail 
address, Federal Tax ID number, telephone number, and fax number. 

 
2.5 Key Personnel (Five-page maximum):  Identify the key personnel that will be committed 

to the project. The City reserves the right to reject any key personnel proposed if it is 
determined in the City’s best interest.  All key personnel must be committed to the project 
at the appropriate time level.  Proposer understands that the qualifications and 
experience of key personnel proposed will be factored into the evaluation process; 
therefore, key personnel must not be replaced without the approval of the City.  Any 
approved substitutions must be with personnel of equal or better qualifications.  In 
addition, any other commitments must not conflict with the level of commitment 
proposed for this project. 

 
2.5.1 Provide names and titles of key personnel and an organizational chart of your 

proposed project team. Professional qualifications, education, experience and 
technical competence of the proposed key members should be evidenced in the 
resumes and experience records. Provide professional resumes of all key 
personnel.  At a minimum, key personnel must possess current professional 
certifications as indicated below for: 

 
2.5.1.1 Account Manager / Sales Manager 
2.5.1.2 Project Manager: PMP Certification 
2.5.1.3 Customer Service Representative 
2.5.1.4 Additional team members who have contact with HPL 

 
2.6 Knowledge and Experience (Five-page maximum):  Provide detailed relevant 

information about Proposer’s knowledge and experience, including: 
 
2.6.1 Library materials collections and data specialized experience,  

 
2.6.2 Years in business as a firm, and technical competence of proposed team 

members in the type of work required.  
 

2.6.3 Professional qualifications necessary for all segments of the project 
requirements and the ability to satisfactory perform the required services. 

 
2.7 Past Experience and Satisfactory Performance (Three-page maximum)/References 

(Exhibit II): 
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2.7.1 Provide reference name and contact information on Exhibit II for three (3) clients 
for whom Proposer has provided similar services to municipalities within the past three 
(3) years.   
 
2.7.2 Summarize past experience and satisfactory performance of digital materials 
collections and data services contracts with the City of Houston and/or other agencies 
in terms of:  
 

2.7.2.1 Cost, quality of work, and compliance with performance schedules and 
timely completion of deliverables.  

 
2.7.2.2 Demonstrated track record of meeting deadlines and ability to accomplish 

the work in the required time from resources within the individual firm. 
 

2.8 System Capability (Ten-page maximum):  
 

2.8.1 Provide detailed information that demonstrates a web-based solution for online 
bibliographic database that interfaces effectively with the Library’s ILS to 
facilitate the orders and selections. The submission shall illustrate the proposer’s 
capacity to provide all, but not limited to, the functions referenced in section 3.5 
- System Software for Selections Service. 
 

2.8.2 Provide information that exhibits the proposer’s ability to offer extensive statistics 
such as monthly usage and monthly unique user reports. 

 
2.8.3 Provide information on the proposer’s capability to separate digital materials by 

audience level, creating a separate platform for elementary school, middle 
school, high school, or other levels. 

 
2.8.4 Present relevant information about the proposer’s inventory capacity that 

demonstrates the following: 
 

2.8.4.1 A broad comprehensive spectrum of library materials in quantities to 
meet the needs of a large metropolitan public library system.  
 

2.8.4.2 Proposer’s capacity to work with a wide range of publishers, including 
trade, university presses, small presses, foreign language presses, 
and specialty publishing houses. 

 
2.8.4.3 Proposer’s ability to provide digital materials including high demand 

streaming and downloadable movies (including box office hits), 
music, e-books, e-audiobooks, and other digital formats available on 
street date. 

 
2.9 Financial Stability:  If Proposer is an entity that is required to prepare audited financial 

statements, then Proposer shall submit an annual report containing the information 
provided in Part III, 5.3, 5.3.1 through 5.3.4 of this document.  If Proposer is a privately-
owned entity or sole proprietorship for which audited financial statements are not 
required, Proposer shall submit an annual report containing the information provided in 
Part III, 5.3, 5.3.5 through 5.3.7, or 5.3.8 of this document. 
 

2.10 Exceptions to Standard Contract:  Provide any exceptions to the standard contract and 
include the rationale for taking the exception.  If alternate language is proposed, include 
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the proposed language for consideration, along with the corresponding Article Nos. 
within the RFP. 
 

2.11 Legal Actions:  Provide a list of any pending litigation and include a brief description of 
the reason for legal action. 
 

2.12 Conflict of Interest:  Provide information regarding any real or potential conflict of 
interest(s).  Failure to disclose any potential conflict of interest at the outset may be 
cause for rejection of the Proposal.   
 

2.13 Other:  Provide any information the Proposer deems pertinent to demonstrating its 
qualifications to perform the services being requested, such as memberships in any 
professional associations, documents, examples, etc. Include other requested 
information from within Part II Scope of Work, Section 3.0 Service and Deliverables. 
 

2.14 Forms and Certifications: Complete all forms listed in Part VIII – required forms to be 
submitted with proposal of this RFP.  

 
2.15 Price Proposal/ Fee Schedule: Please separately submit a Price Proposal/ Fee 

Schedule with the level of detail provided in Exhibit “B”. 
 

 
Part V – EXCEPTIONS TO TERMS AND CONDITIONS 
 
All exceptions to the Sample Agreement shall be submitted in a clearly identified separate section of 
the Proposal in which the Proposer clearly cites the specific paragraphs within the Sample Agreement 
where the exceptions occur.  Any exceptions not included in such a section shall be without force and 
effect in any resulting contract unless such exception is specifically approved by the Chief Procurement 
Officer or designee, City Attorney, Director(s) or designee in a written statement.  The Proposer’s 
preprinted or standard terms will not be considered by the City as a part of any resulting contract. 
 
Please review and include any exceptions to the terms and conditions on the attached Sample 
Agreement. 
 
Part VI – SPECIAL CONDITIONS 

 
1.0 No Contact Period 

 
Neither Proposer(s) nor any person acting on Proposer(s)'s behalf shall attempt to influence the 
outcome of the award by the offer, presentation or promise of gratuities, favors, or anything of 
value to any appointed or elected official or employee of the City, their families or staff members. 
All inquiries regarding the solicitation are to be directed to the designated City Representative 
identified on the first page of the solicitation.  
 
With the exception of Proposer’s formal response to the solicitation and written requests for 
clarification during the period officially designated for such purpose by the City Representative, 
neither Proposer(s) nor persons acting on their behalf shall communicate with any appointed or 
elected official or employee of the City, their families, or staff through written or oral means in 
an attempt to persuade or attempt to persuade or influence the outcome of the award or to 
obtain or deliver information intended to or which could reasonably result in an advantage to 
any Proposer from the time of issuance of the solicitation through the pre-award phase and up 
to the date the City Secretary publicly posts notice of any City Council agenda containing the 
applicable award. However, nothing in this paragraph shall prevent a bidder from making public 
statements to the City Council convened for a regularly scheduled session after the official 
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selection has been made and placed on the City Council agenda for action, or to a City Council 
committee convened to discuss a recommendation regarding the solicitation. 

 
2.0 Minority and Woman Business Enterprises (“M/WBE”)  

 
It is the City of Houston’s policy to ensure that Minority and Women Business Enterprises 
(MWBE) have full opportunity to compete for and participate in City Contracts.  Contractor shall 
comply with the City’s MWBE Program as set forth in Chapter 15, Article V of the City of Houston 
Code of Ordinances. Contractor shall make good faith efforts to award subcontracts and supply 
agreements in at least 0% of the value of the Agreement to certified MWBEs.  Contractor 
acknowledges that they have reviewed the requirements for good faith efforts on file with the 
Office of Business Opportunity (OBO), available at 
http://www.houstontx.gov/obo/docsandforms/goodfaithefforts.pdf,   and will comply with the set 
forth requirements.   
 
Contractor shall maintain records of subcontracts and supply agreements with certified MWBEs, 
containing language required herein.  In addition, Contractor shall submit all disputes that may 
arise with MWBE subcontractors/supplies to mediation provided by the City, if directed to do so 
by the Office of Business Opportunity.   

  
3.0 Protests  

  
Protests should be filed in accordance with the City of Houston Administrative Policy No. 5-
12  http://www.houstontx.gov/adminpolicies/5-12.pdf  

 
4.0 Cancellation  

  
The City has sole discretion and reserves the right to cancel this RFP, or to reject any or all 
Proposals received prior to contract award. 

 
5.0 Anti-Boycott of Israel 

 
City vendors are required to certify that they are not currently engaged in, and agree until the 
funds are exhausted under its contract with the City not to engage in, the boycott of Israel as 
defined by Section 808.001 of the Texas Government Code. 

 
6.0 Executive Order 1-56 Zero Tolerance for Human Trafficking in City Service Contracts and 

Purchasing 
 

The City has a zero tolerance for human trafficking and, per Executive Order 1-56, City funds 
shall not be used to promote human trafficking. City vendors are expected to comply with this 
Executive Order and notify the City’s Chief Procurement Officer of any information regarding 
possible violation by the vendor or its subcontractors providing services or goods to the City. 
The Executive Order is available on the City’s website: http://www.houstontx.gov/execorders/1-
56.pdf. 

 
7.0 Preservation of Contracting Information  
 

The requirements of Subchapter J, Chapter 552, Texas Government Code, may apply to this 
solicitation and the contractor or vendor agrees that the contract can be terminated if the 
contractor or vendor knowingly or intentionally fails to comply with a requirement of that 
subchapter. 
 

 
 

http://www.houstontx.gov/obo/docsandforms/goodfaithefforts.pdf
http://www.houstontx.gov/adminpolicies/5-12.pdf
http://www.houstontx.gov/execorders/1-56.pdf
http://www.houstontx.gov/execorders/1-56.pdf
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PART VII – INSTRUCTIONS TO PROPOSERS 
 

1.0 Pre-Proposal Conference 
 

A Pre-Proposal Conference will be held at the date, time, and location indicated on the first page 
of the RFP document.  Interested Proposer(s) are encouraged to attend.  It will be assumed 
that potential Proposer(s) attending this meeting have reviewed the RFP in detail, and are 
prepared to bring up any substantive questions not already addressed by the City. 

 
2.0 Additional Information and Specification Changes 

 
Requests for additional information and questions should be addressed to the Finance 
Department, Strategic Procurement Division, Alejandro Velasquez-Auza, Procurement 
Specialist preferably by e-mail to alejandro.velasquez-auza@houstontx.gov or by telephone at 
(832) 393-8701 no later than 4:00 PM, CST on Friday, November 13, 2020.  The City shall 
provide written responses to all questions received by Proposers prior to the RFP submittal 
deadline.  Questions received from all Proposer(s) shall be answered by the City and made 
available to Proposer(s) who are listed as having obtained the RFP.  Proposer(s) shall be 
notified in writing of any changes in the specifications contained within this RFP. 

 
3.0 Letter(s) of Clarification 

 
3.1 All Letters of Clarification and interpretations to this Solicitation shall be in writing.  Any 

Letter of Clarification(s) or interpretation that is not in writing shall not legally bind the 
City.  Only information supplied by the City in writing or in this RFP should be used in 
preparing Proposal responses.  

  
3.2 The City does not assume responsibility for the receipt of any Letters of Clarification sent 

to Proposer(s). 
  

4.0 Examination of Documents and Requirements 
 

4.1 Each Proposer shall carefully examine all RFP documents and familiarize themselves 
with all requirements prior to submitting a Proposal to ensure that the Proposal meets 
the intent of this RFP. 
 

4.2 Before submitting a Proposal, each Proposer shall be responsible for making all 
investigations and examinations that are necessary to ascertain conditions and affecting 
the requirements of this RFP.  Failure to make such investigations and examinations 
shall not relieve the Proposer from obligation to comply, in every detail, with all 
provisions and requirements of the RFP. 

 
5.0 Post-Proposal Discussions with Proposer(s)  

  
It is the City’s intent to commence final negotiation with the Proposer(s) deemed most 
advantageous to the City.  The City reserves the right to conduct post-Proposal discussions 
with any Proposer(s). 

 
PART VIII – REQUIRED FORMS TO BE SUBMITTED WITH PROPOSAL 

 
1.0 Offer and Submittal, List of References, and List of Proposed Subcontractors (Exhibit I)  
 
2.0 Signed M/WBE Forms (Exhibit II): Attachment “A” Schedule of M/WBE Participation, M/WBE 

Participation Plan Good Faith Efforts; Attachment “B” Office of Business Opportunity and 

mailto:alejandro.velasquez-auza@houstontx.gov
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Contract Compliance M/WBE Utilization Report; Attachment “C” Certified M/WBE Subcontract 
Terms; Attachment “D” Office of Business Opportunity and Contract Compliance M/WBE 
Utilization Report   

 
3.0 City of Houston Ownership Information Form (Exhibit III) 

 
4.0 Anti-Collusion Statement (Exhibit IV) 

 
5.0 Conflict of Interest Questionnaire (Exhibit V) 
 
PART IX – REQUIRED FORMS TO BE SUBMITTED BY RECOMMENDED PROPOSER(S) 
ONLY  
 
Required forms shall be supplied to the Contractor after the award recommendation:  

 
1.0 Insurance Requirements and Insurance Certificate  
 
2.0 Drug Policy Compliance Agreement (Exhibit “B”); Contractor’s Certification of No Safety Impact 

Positions in Performance of a City Contract (Exhibit “C”); Drug Policy Compliance Declaration 
(Exhibit “D”)  
 

3.0 City Contractors’ Pay or Play Acknowledgement Form (POP-1) 
http://www.houstontx.gov/obo/payorplay/pop1.pdf and Certification of Compliance with Pay or 
Play (POP-2) http://www.houstontx.gov/obo/payorplay/pop2.pdf   
 

4.0 To be eligible for the preference, a company must be designated as a City Business (CB) or 
Local Business (LB) under the Hire Houston First Program prior to submittal of proposal.  
Proposers must provide Declaration of Hire Houston First Designation form (SPD can insert 
form number) with proposal submission. 
 

5.0 Requested information outlined in the scope of work and other additional relevant/supporting 
information, or alternate Proposal.  
 

6.0 Texas Ethics Commission, Certificate of Interested Parties (Form 1295). Download a copy at 
https://www.ethics.state.tx.us/tec/1295-Info.htm  
 
 

 
 
 
  

http://www.houstontx.gov/obo/payorplay/pop1.pdf
http://www.houstontx.gov/obo/payorplay/pop2.pdf
https://www.ethics.state.tx.us/tec/1295-Info.htm
https://www.ethics.state.tx.us/tec/1295-Info.htm
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EXHIBIT I 

OFFER AND SUBMITTAL, REFERENCES, PROPOSED SUBCONTRACTORS 
 

PAGE INTENTIONALLY LEFT BLANK 
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EXHIBIT I  
OFFER AND SUBMITTAL 

 
NOTE: PROPOSAL MUST BE SIGNED AND NOTARIZED BY AN AUTHORIZED REPRESENTATIVE(S) OF 
THE PROPOSER, WHICH MUST BE THE ACTUAL LEGAL ENTITY THAT WILL PERFORM THE CONTRACT 
IF AWARDED AND THE TOTAL FIXED PRICE CONTAINED THEREIN SHALL REMAIN FIRM FOR A PERIOD 
OF ONE-HUNDRED EIGHTY (180) DAYS. 
 
"THE  RESPONDENT WARRANTS THAT NO PERSON OR SELLING AGENCY HAS BEEN EMPLOYED OR 
RETAINED TO SOLICIT OR SECURE THIS CONTRACT UPON AN AGREEMENT OR UNDERSTANDING 
FOR A COMMISSION, PERCENTAGE, BROKERAGE, OR CONTINGENT FEE, EXCEPTING BONA FIDE 
EMPLOYEES.  FOR BREACH OR VIOLATION OF THIS WARRANTY, THE CITY SHALL HAVE THE RIGHT 
TO ANNUL THIS AGREEMENT WITHOUT LIABILITY OR, AT ITS DISCRETION, TO DEDUCT FROM THE 
CONTRACT PRICES OR CONSIDERATION, OR OTHERWISE RECOVER THE FULL AMOUNT OF SUCH 
COMMISSION, PERCENTAGE, BROKERAGE OR CONTINGENT FEE." 
 
Respectfully Submitted: 
 
_______________________________________________________________________________________ 
(Print or Type Name of Contractor – Full Company Name) 
 
City of Houston Vendor No. (If already doing business with City): 
__________________________________________ 
 
Federal Identification Number: 
_____________________________________________________________________ 
 
By: ____________________________________________________________________________________ 
      (Signature of Authorized Officer or Agent) 
 
Printed Name: ___________________________________________________________________________ 

Title:  ___________________________________________________________________________ 

Date:  ___________________________________________________________________________ 

Address of Contractor: _____________________________________________________________________ 
   Street Address or P.O. Box 

   _____________________________________________________________________ 
   City – State – Zip Code 
 

Telephone No. of Contractor: (_____) __________________________________________________________ 

 
Signature, Name and title of Affiant: ____________________________________________________________ 
 
_______________________________________________________________________________________ 
(Notary Public in and for)  
 
____________________________________________________________________________ County, Texas 
 
My Commission Expires: ______________ day of _____________________________________ 20_________ 
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EXHIBIT I  
 REFERENCES 

LIST OF PREVIOUS CUSTOMERS 
 

1. Name: ___________________________________  Phone No.: _________________ 

  Address:  __________________________________________________________________ 

  Contract Award Date:  ________________  Contract Completion Date:  _______________ 

  Contract Name/Title:  ________________________________________________________ 

  Email:  ________________________________________________________ 
  Project Description:  _________________________________________________________ 

  __________________________________________________________________________ 

 

2. Name: ___________________________________  Phone No.: _________________ 

  Address:  __________________________________________________________________ 

  Contract Award Date:  ________________  Contract Completion Date:  _______________ 

  Contract Name/Title:  ________________________________________________________ 

  Email:  ________________________________________________________ 
  Project Description:  _________________________________________________________ 

  __________________________________________________________________________ 

 

 

3. Name: ___________________________________  Phone No.: _________________ 

  Address:  __________________________________________________________________ 

  Contract Award Date:  ________________  Contract Completion Date:  _______________ 

  Contract Name/Title:  ________________________________________________________ 

  Email:  ________________________________________________________ 
  Project Description:  _________________________________________________________ 

  __________________________________________________________________________ 

 

4. Name: ___________________________________  Phone No.: _________________ 

  Address:  __________________________________________________________________ 

  Contract Award Date:  ________________  Contract Completion Date:  _______________ 

  Contract Name/Title:  ________________________________________________________ 

  Email:  ________________________________________________________ 
Project Description:  _________________________________________________________ 
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EXHIBIT I  
LIST OF SUBCONTRACTOR(S) 

 
The following is a list of Subcontractors we propose to engage on the following items of Work.  Any item of Work 
which does not designate a Subcontractor will be done by the firm submitting the Proposal. 
 
 

SEGREGATED PART OF WORK  SUBCONTRACTOR/SUPPLIER 
 
________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________    __________________________________ 
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EXHIBIT II  
ATTACHMENT “A” 

SCHEDULE OF MWBE PARTICIPATION 
Date: 
 

 

Bid Number: 
 

 

Formal Bid 
Title: 
 

 

        

 
 
 
 
 
 
 

Name of Certified 
MWBE Subcontractor 

Street Address, City, State, Zip 
Code, Tel # & Email 

Certification 
Type for Goal 
MBE, WBE 

(Each firm may 
only be used for 
one goal type) 

NAICS 
Code         

(6 Digits) 

Description of Work 
(Scope of Work) 

% of 
Participation 

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

TOTAL $ 
MWBE PARTICIPATION AMOUNT $ 
TOTAL BID AMOUNT $ 
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If you have exhausted your best efforts to comply with the City’s MWBE Policy by seeking subcontracts and supply agreements with certified 
minority and women business enterprises, yet failed to meet the MWBE contract goal of this bid document, list below your good faith efforts 
to demonstrate compliance with the City’s MWBE Program.  For more information, please review the Good Faith Efforts Policy, which can 
be found on the OBO website at www.houstontx.gov/obo. 
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 
**All firms listed on this MWBE Participation Plan must be certified by the Office of Business Opportunity at the time of bid submission.  The 
completed MWBE Participation Plan must be returned with the bid form. 
The undersigned will enter into a formal subcontracting or supply agreement with the MWBEs subcontractors and suppliers listed on this 
participation plan upon award of a contract with the City. 
 
 
________________________________________________ 
Bidder Company Name 
 
_________________________________________________ 
Signature of Authorized Officer/Agent/Bidder & Title 
 
_________________________________________________ 
Print or Typed Name of Authorized Officer/Agent/Bidder & Title 
 
 
_________________________________________________ 
Print or Typed Name of Authorized Officer/Agent/Bidder & Title 
 
_________________________________________________ 
Date 

 
 
 

http://www.houstontx.gov/obo
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EXHIBIT II  
ATTACHMENT “B” 

OFFICE OF BUSINESS OPPORTUNITY AND 
CONTRACT COMPLIANCE MWBE UTILIZATION REPORT 

 
NOTICE OF INTENT 

 
 

THIS AGREEMENT IS SUBJECT TO MEDIATION AND CAN BE INITIATED BY THE COMPANIES SIGNED 
BELOW OR THE OFFICE OF BUSINESS OPPORTUNITY. 
 
To: City of Houston      Date:     
 Administering Department 
 
Project Name and Number            
 
Bid Amount:         M/W/BE Goal:        
 
        , agrees to enter into a contractual agreement with  
  Prime Contractor                  
 
_______________________________, who will provide the following goods/services in connection 
                       MWBE Subcontractor 
with the above-referenced contract: 

            _______________ 
 
for an estimated amount of $     or     % of the total contract value. 
 
       is currently certified with the City of Houston’s Office of Business  
         (M/W/BE Subcontractor)    Opportunity to function in the aforementioned capacity. 
 
              Intend to  

        Prime Contractor           M/W/BE Subcontractor  
work on the above-named contract in accordance with the M/W/DBE Participation Section of the City of Houston 
Bid Provisions, contingent upon award of the contract to the aforementioned Prime Contractor. 
 
              
Signed (Prime Contactor)    Signed (M/W/BE Subcontractor) 
 
              
Printed Signature     Printed Signature 
 
              
Title     Date  Title     Date
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Attachment “C”                           
 

CITY OF HOUSTON CERTIFIED MWSBE SUBCONTRACTING AGREEMENT 
TERMS 

 
Contractor shall ensure that all subcontracting agreements with M/WSBE Subcontractors and suppliers are 
clearly labeled “THIS CONTRACT IS SUBJECT TO MEDIATION” contain the following terms: 
 

1. _______________________(M/WSBE Subcontractor/Supplier) shall not delegate or subcontract 
more than 50% of the work under this subcontracting agreement to any other Subcontractor or 
supplier without the express written consent of the City of Houston’s Office of Business Opportunity. 

 
2. _______________________(M/WSBE Subcontractor/Supplier) shall permit representatives of the 

City of Houston, at all reasonable times, to perform 1) audits of the books and records of the 
Subcontractor, and 2) inspections of all places where work is to be undertaken in connection with this 
subcontracting agreement.  Subcontractor shall keep such books and records available for such 
purpose for at least four (4) years after the end of its performance under this subcontract.  Nothing in 
this provision shall affect the time for bringing a cause of action or the applicable statute of limitations. 

 
3. Within five (5) business days of execution of this subcontracting agreement, Contractor (prime 

contractor) and Subcontractor shall designate in writing to the Office of Business Opportunity an agent 
for receiving any notice required or permitted to be given pursuant to Chapter 15 of the Houston City 
Code of Ordinances, along with the street and mailing address and phone number of such agent. 

 
These provisions apply to goal-oriented and regulated contracts as defined in City Code of Ordinances, Chapter 
15, Article 5.   
 
The MWSBE policy of the City of Houston will be discussed during the pre-proposal conference.  For information, 
assistance, and/or to receive a copy of the City’s Office of Business Opportunity polices and/or governing 
ordinance, contact the Office of Business Opportunity Division at 832.393.0600, 611 Walker Street, 7th Floor, 
Houston, Texas 77002. 

 
 
 
 
 
 
 

    
 

Revised June 2016 
 

City of Houston Certified M/WSBE Subcontract Terms 
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EXHIBIT II  
ATTACHMENT “D” 

OFFICE OF BUSINESS OPPORTUNITY AND  
CONTRACT COMPLIANCE MWBE UTILIZATION REPORT 

 
Report Period: _____________________ 
 
PROJECT NAME & NUMBER: ___________________________________  AWARD DATE:_____________________________ 
 
PRIME CONTRACTOR: ________________________________________  CONTRACT NO.: ___________________________ 
 
ADDRESS: __________________________________________________  CONTRACT AMOUNT: ______________________ 
 
LIAISON/PHONE NO.: _________________________________________  MWBE GOAL: ____________________________ 
 
 

MWBE           
SUB/VENDOR NAME 

DATE OF OBO 
CERTIFICATION 

DATE OF 
SUBCONTRACT 

SUBCONTRACT 
AMOUNT 

% OF TOTAL 
CONTRACT 

AMOUNT PAID 
TO DATE 

% OF 
CONTRACT  
TO DATE 

       

       

       

       

       

Use additional pages if needed.  Submit by the 15th day of the following month.                             Office of Business Opportunity 
Provide support documentation on all revenues paid to end of the report period to:                         ATTN:  Marsha Murray 713-837-9000 
MWBE’s to reflect up/down variances on Contract amount.                                                             611 Walker, 7th Floor 
 Houston, Texas  77002 
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EXHIBIT II 

ATTACHMENT “E” 
DECLARATION OF HIRE HOUSTON FIRST DESIGNATION 

 
 
DIRECTIONS:   Execute the declaration below regarding your company’s status as a Hire Houston First (HHF) 
designated company.  Fill out the appropriate box below and leave the other blank. 
 
If your company does not have a HHF designation and would like to apply for designation go to: 
www.houstontx.gov/obo/hirehoustonfirst.html at least 10 working days prior to submitting a bid or proposal.   
 

 

 
  

1. This certifies that Bidder/Proposer,       , is a Hire 
Houston First designated City Business (CB).  A valid certificate of designation is attached.   

    ____           __ _/__________ 
Print Name    Signature   Date 

2.  This certifies that Bidder/Proposer,       , is a Hire 
Houston First designated Local Business (LB).  A valid certificate of designation is 
attached.   

    ____           __ _/________ 
Print Name    Signature  Date 

http://www.houstontx.gov/obo/hirehoustonfirst.html
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EXHIBIT III  
 

CITY OF HOUSTON OWNERSHIP INFORMATION FORM 
REV. 12/23/2019 

 
The City of Houston Ownership Information Form is used to gather information to comply with: 

a. The City of Houston Contractor Ownership Disclosure Ordinance (Chapter 15 of the Code of Ordinances, 
Article VIII. City Contracts; Indebtedness to City);  

b. The City of Houston Fair Campaign Ordinance (Chapter 18 of the Code of Ordinances); and, 
c. The State of Texas Statement of Residency Requirements (Tex. Govt. Code Chapter 2252). 

 
Please complete the form, in its entirety, and submit it with the Official Bid or Proposal Form.  Except as 
noted below regarding the Statement of Residency, failure to provide this information may be just cause 
for rejection of your bid or proposal. 
 

NOTICE OF AFFIRMATIVE ACCEPTANCE OF THE CITY OF HOUSTON FAIR CAMPAIGN ORDINANCE 
 

By submitting a bid or proposal to the City of Houston for a Contract in excess of $50,000 or for which a 
request is presented to City Council for approval, all respondents agree to comply with the Chapter 18 of the 

Code of Ordinances. 
 
Further, pursuant to Section 18-36 of the Code of Ordinances, it shall be unlawful either for any person who 
submits a bid or proposal to contribute or offer any contribution to a candidate or for any candidate to solicit or 
accept any contribution from such person for a period commencing at the time of posting of the City Council 
Meeting Agenda including an item for the award of the Contract and ending upon the 30th day after the award 
of the Contract by City Council. 
 
INSTRUCTIONS 
 

1. Please type or legibly print in dark ink responses.  Individuals and entities should disclose their full, 
legal names (not initials) and all required corporate letters (“Inc”, “LLP”, etc.). 

a. If a firm is operating under an assumed name, the following format is recommended: 
Corporate/Legal Name DBA Assumed Name. 

2. Full addresses are required, including street types (“St”, “Rd”, etc.) and unit number. 
3. Individuals or entities with 10% or more ownership of the corporation, partnership, or joint venture 

(including persons who own 100%) are required to be disclosed with their full name and full address.  All 
officers and directors are also required to be disclosed with their full name and full address. 

  

https://www.municode.com/library/tx/houston/codes/code_of_ordinances?nodeId=COOR_CH15CO
https://www.municode.com/library/tx/houston/codes/code_of_ordinances?nodeId=COOR_CH15CO
https://www.municode.com/library/tx/houston/codes/code_of_ordinances?nodeId=COOR_CH18ETFIDI
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2252.htm
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CITY OF HOUSTON OWNERSHIP INFORMATION FORM 
REV. 12/23/2019 

 
PROJECT AND BID/PROPOSAL PREPARER INFORMATION 

 
Project or Matter Being Bid:         
 
Bidder’s complete firm/company business information 
Name:        
Business Address [No./Street]        
City / State / Zip Code        
Telephone Number        
 
Bidder’s email address 
Email Address:        
 

 
STATEMENT OF RESIDENCY  

(THE STATEMENT OF RESIDENCY PORTION OF THIS DOCUMENT IS NOT APPLICABLE IF THE 
SOLICITATION INDICATES FEDERAL FUNDS WILL BE USED) 

 
TEX. GOV’T CODE §2252.001, §(4) defines a "Resident bidder" as a bidder whose principal place of business* 
is in this state, and includes a contractor whose ultimate parent company or majority owner has its principal place 
of business in this state. 
 
TEX. GOV’T CODE §2252.001§ (3) defines a "Nonresident bidder" as a bidder who is not a resident in this 
state. 
 
* Principal Place of Business in Texas means that the business entity: 
 

• has at least one permanent office located within the State of Texas, from which business activities 
other than submitting bids to governmental agencies are conducted and from which the bid is 
submitted; and 

• has at least one employee who works in the Texas office. 
 
 
Based on the definitions above, your business is a: 
 
 
 
If you are a Nonresident Bidder, does your home state have a statute giving preference to resident bidders?  If 
so, you must attach a copy of the statute to this Document. 
 
A copy of the State of       statute is attached. 
 
NOTE: The State of residency of a bidder is not used in the decision-making criteria for the award of contracts 
for projects receiving federal funding, whether in whole or in part. 
  

 TEXAS RESIDENT BIDDER 
 NONRESIDENT BIDDER 
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CITY OF HOUSTON OWNERSHIP INFORMATION FORM 
REV. 12/23/2019 

 
CONTRACTING ENTITY ORGANIZATIONAL ENTITY TYPE 

 
FOR PROFIT ENTITY: NON-PROFIT ENTITY: 

 SOLE PROPRIETORSHIP  NON-PROFIT CORPORATION 
 CORPORATION  UNINCORPORATED ASSOCIATION 
 PARTNERSHIP   

 LIMITED PARTNERSHIP   

 JOINT VENTURE   

 LIMITED LIABILITY COMPANY   

 OTHER (specify in space below)   

      

      

 
LISTING OF ADDRESSES 

 
List all current and prior addresses where the bidder does/has done business or owns property (real 
estate and/or business personal property) in the city of Houston (“Houston”) in the past 3 years from 
the date of submittal of this form. If within the past 3 years from the date of submitting this form, the 
bidder does not and has not done business and has not or does not own property (real estate and/or 
business personal property) in Houston, please state “None” on the first line below. 

      
Address 
 

      
Address 

      
Address 
 
ATTACH ADDITIONAL SHEETS AS NEEDED. 
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CITY OF HOUSTON OWNERSHIP INFORMATION FORM 
REV. 12/23/2019 

 
LISTING OF OFFICERS 

 
LIST ALL OFFICERS OF THE ENTITY, REGARDLESS OF THE AMOUNT OF OWNERSHIP (IF NONE STATE 
“NONE”) 
 

Name               
Officer      Address 

 
 

Name               
Officer      Address 

 
 

Name               
Officer      Address 

 
 

Name               
Officer      Address 

 
 

Name               
Officer      Address 

 
 

Name               
Officer      Address 

 
LISTING OF DIRECTORS OR MEMBERS 

 
LIST ALL DIRECTORS OF THE ENTITY, REGARDLESS OF THE AMOUNT OF OWNERSHIP (IF NONE 
STATE “NONE”) 
 

Name               
Director or Member     Address 

 
 

Name               
Director or Member     Address 

 
 

Name               
Director or Member     Address 

 
 

Name               
Director or Member     Address 

 
 

Name               
Director or Member     Address 
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CITY OF HOUSTON OWNERSHIP INFORMATION FORM 
REV. 12/23/2019 

 
DISCLOSURE OF OWNERSHIP (OR NON-PROFIT OFFICERS) 

 
Bidders are required to disclose all owners of 10% or more of the Contracting Entity.  For non-profit 
entities, please provide the complete information for the President, Vice-President, Secretary, and 
Treasurer. 
 
IN ALL CASES, USE FULL NAMES, LOCAL BUSINESS AND RESIDENCE ADDRESSES AND TELEPHONE NUMBERS.  DO NOT USE POST 
OFFICE BOXES FOR ANY ADDRESS.  INCLUSION OF E-MAIL ADDRESSES IS OPTIONAL, BUT RECOMMENDED. 
 
ATTACH ADDITIONAL SHEETS AS NEEDED. 
 

Contracting Entity: 
Name:                 
Business Address [No./Street]                 
City / State / Zip Code                 
Telephone Number                 
Email Address:                 
 
 

DISCLOSURE OF OWNERSHIP (OR NON-PROFIT OFFICERS) continued. 
 

Owner(s) of 10% or More (IF NONE, STATE “NONE.”): 

 
Name:       
Business Address [No./Street]       
City / State / Zip Code       
Telephone Number       
Email Address:       
Residence Address [No./Street]        
City / State / Zip Code       
 

 
 

Owner(s) of 10% or More (IF NONE, STATE “NONE.”): 
 
Name:                 
Business Address [No./Street]                 
City / State / Zip Code                 
Telephone Number                 
Email Address:                 
Residence Address [No./Street]                  
City / State / Zip Code                 

 
ATTACH ADDITIONAL SHEETS AS NEEDED. 
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CITY OF HOUSTON OWNERSHIP INFORMATION FORM 
REV. 12/23/2019 

 
OPTIONAL: TAX APPEAL INFORMATION 

 
If the firm/company or an owner/officer is actively protesting, challenging, or appealing the accuracy 
and/or amount of taxes levied with a tax appraisal district, please provide the following information: 
 

 
Status of Appeal [DESCRIBE]: 
 
 
 
 
 
 
 
If an appeal of taxes has been filed on behalf of your company, please include a copy of the 
official form receipted by the appropriate agency. 

 
REQUIRED: UNSWORN DECLARATION 

 
I certify that I am duly authorized to submit this form on behalf of the firm, that I am associated with the firm in 
the capacity noted below, and that I have personal knowledge of the accuracy of the information provided 
herein. I affirm that all the information contained herein is true and correct to the best of my knowledge. I 
understand that failure to submit accurate information with my submission may result in my submission being 
considered non-responsive and non-responsible.  
 

  Preparer’s Signature     Date 
 
 

  Printed name 
 

 
Title 

 
NOTE:  This form constitutes a governmental record, as defined by Section 37.01 of the Texas Penal Code. 
Submission of a false government record and falsification of a governmental record are crimes, punishable as 
provided in Section 37.10 of the Texas Penal Code. 

Debtor (Firm or Owner Name):       

Tax Account Nos.:       

Case or File Nos.:       

Attorney/Agent Name:       

Attorney/Agent Phone No.:       

Tax Years:       

     . 
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EXHIBIT IV 
ANTI-COLLUSION STATEMENT  

 
 
 
The undersigned, as Proposer, certifies that the only person or parties interested in this Proposal as principals 

are those named herein; that the Proposer has not, either directly or indirectly entered into any Agreement, 

participated in any collusion, or otherwise taken any action in restraint of free competitive bidding in connection 

with the award of this Contract. 

  
 
 
 
 
 
__________________________   __________________________________ 
Date       Proposer Signature 
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EXHIBIT V 
CONFLICT OF INTEREST QUESTIONNAIRE  
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EXHIBIT V 
CONFLICT OF INTEREST QUESTIONNAIRE  
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